United States 

Office of 
Personnel Management Washington, D c 



MEMORANDUM TO THE FEDERAL TRAINING COMMUNITY 

The challenge today is clear the Government must maintain an 
effective workforce, and training is an essential factor in reaching 
that goal The Government needs people who can accomplish or- 
ganizational missions in face of the rapidly changing times in 
which we live 

0PM is prepared to help agencies meet this challenge Through 
training, individuals can be prepared quickly for new jobs OPM 
training can also provide employees with the opportunity to en- 
hance their skills in present jobs OPM training offers a way which 
can help each of us meet and maintain the high standards of per- 
formance necessary in the public service, 

Over the past 23 years, OPM has carried out its mandate to as- 
sist Government agencies in the training of their employees and it 
will continue to do so in the future Because we are aware that 
training funds are limited, we offer high quality programs at a cost 
that government organizations can afford 

OPM training programs and services are briefly described in this 
publication I believe you will find it a useful reference in planning 
a development program in your agency. 




Edward A Schroer 
Assistant Director 
Office of Training 
Workforce Effectiveness 
and Development 




United States 
Office of 
Personnel 
Management 







OPM 




Covernment's 
trainer 



This guide contains general information about all programs of- 
fered by the U.S Office of Personnel Management The Guide's 
supplement, "Training Schedules FY 1983," highlights courses 
available in the National Capital Area, Independent study courses 
appear in the Guide's "0PM Training Index " If you have any 
questions or need more information, CALL TRAINING (202) 254- 
6940 



rip: 

. :#.if?-F 

A i| ft iPi p 1 l!ji. 'n t 



1\ iVi'S'^ 1 '''-!'^'. 

. (V Tt/fl'-lFW ' ^ 



1 ( '"i TCeSS 1 'S fS'sp' A'*\ 




^ 
''wSWW^ ^ 





General Information 
0PM Training Services 
Training Schedules FY 1983 
0PM Training Index 



2 

6 

13 

31 




Overview 



The Federal Training Guide contains the training programs for 
Federal, State, and local government employees offered by 
the 0PM training system 

In addition to the helpful information appearing in the Guide, 
there are a number of other ways to learn about the wide 
range of 0PM training opportunities Course announcements 
are usually circulated to training officials and supervisors and 
posted on bulletin boards by the training office which also 
maintains catalogs and course information Another approach 
is to periodically talk with your training officer about training 
courses that interest you 

For government employees who live and work outside the 
Washington, D C Metropolitan Area, 0PM has ten regional 
training centers, each of which distributes course announce- 
ments, catalogs, and other items describing training courses 
available within its geographic boundaries. (See page 3 
for addresses, telephone numbers and area covered ) 



Nominations and Other Course information 

Nominations for 0PM courses should be submitted on Stan- 
dard Form 182 (or OF 170) "Request, Authorization, Agree- 
ment, and Certification of Training," or other agency- 
approved training form, by the authorized agency representa- 
tive to the Training Center offering the course listed in the 
Guide's Training Schedules supplement Send nominations to 

TRAINING CENTER (offering the course) 



WORKFORCE EFFECTIVENESS AND DEVELOPMENT 
P BOX 7230 
WASHINGTON D C 20044 

Nominations should be received by the Training Center at 
least three weeks before the course begins 
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For other information on courses in the Guide, agency-spe- 
cific courses available from the centers, or other services 
available, call the appropriate Washington D C Training Cen- 
ter The commercial and/or FTS telephone numbers are, 

Automatic Data Processing Management 

Training Center 202-632-5650 
Labor and Employee Relations Training Center 202-632-4410 

Management Sciences Training Center 202-632-5600 

Office Systems Center 202-632-4184 

Personnel Management Training Center 202-254-7404 

Supervisory Development Center 202-632-6047 

Government Affairs Institute 202-632-5662 

Washington Management Institute 202-632-5671 



Regional Office Training information 

Courses identical or similar to those listed in this guide are 
available through the (raining center in each 0PM regional of- 
fice Call the appropriate regional office for the center's 
schedule and program content 



Regional Office 

Eastern Region 

Federal Building 

Office of Personnel Management 

26 Federal Plaza 

New York, New York 10007 

8-264-0460 

Great Lakes Region 

Office of Personnel Management 

Federal Office Building 

29th Floor 

230 S Dearborn Street 

Chicago, Illinois 60604 

8-353-2927 

Mid-Atlantic Region 

Office of Personnel Management 

600 Arch Street 

Philadelphia, Pennsylvania 

19106 

8-597-7837 



States Served 

New York, New Jersey 
(other geographic areas 
served, Puerto Rico, 
Virgin Islands) 



Minnesota, Michigan, 
Wisconsin, Ohio, 
Illinois, Indiana 



Virginia, Pennsylvania, 
West Virginia, Maryland, 
Delaware 



Mid-Continent Region 

Office of Personnel Management 

300 Old Post Office Building 

815 Olive Street 

St Louis, Missouri 63101 

8-279-4274 

New England Region 

Office of Personnel Management 

Post Office and Courthouse 

Building 

Boston, Massachusetts 02109 

8-223-5786 

Northwest Region 

Office of Personnel Management 

New Federal Building 

26th Floor 

915 2nd Avenue 

Seattle, Washington 98174 

8-399-1719 

Rocky Mountain Region 

Office of Personnel Management 

Denver Federal Center 

Building 20 

Denver, Colorado 80225 

8-234-2304 

Southeast Region 

Office of Personnel Management 

75 Spring Street, S W 

Atlanta, Georgia 30303 

8-242-3488 

Southwesl Region 

Office of Personnel Management 

1100 Commerce Street 

Dallas, Texas 75242 

8-729-8245 

Western Region 

Office of Personnel Management 

525 Market Street 

23rd Floor 

San Francisco, California 94105 

8-556-5340 



Iowa, Nebraska, 
Kansas, Missouri 



Maine, Vermont, 
New Hampshire, 
Massachusetts, 
Connecticut, Rhode 
Island 

Alaska, Washington, 
Oregon, Idaho 



Wyoming, Montana, 
Utah, Colorado, 
North Dakota, South 
Dakota 



Kentucky, North 
Carolina, South 
Carolina, Alabama, 
Mississippi, Georgia, 
Florida, Tennessee 

New Mexico, Texas, 
Oklahoma, Arkansas, 
Louisiana 



Arizona, California, 
Hawaii, Nevada, 
(Region also covers 
Pacific Ocean area) 



Location/Transportation 



OPM's Training Centers and primary classroom facilities are 
located on Thomas Circle at 1121 Vermont Avenue, N W , 
Washington, D C If classroom space in another building is 
used, the participants will be notified in advance Convenient 
to bus and subway (METRO) lines, the Thomas Circle class- 
rooms are within easy reach of several commercial parking 
areas and garages A number of hotels and a wide variety of 
restaurants are nearby To reach the Thomas Circle location 
by public transportation, the subway provides service on the 
Orange and Blue Lines (McPherson Square) and the Red 
Line (Farragut North) Bus lines 52, 54, and 56 stop on 14th 
Street, aiound the corner from the entrance to the building, 
(See accompanying map ) 
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1 Thomas Circle TralRing Center 
1121 Vermont Avenue 

2 Office of Personnel Management 



Because hotel space in Washington is at a premium, out-of- 
town enrollees are advised to make room reservations at the 
same time their nomination is submitted. 





To meet the ever-increasing training needs of the Government 
community, 0PM offers a full range of training services 
through four proven approaches 



Training Delivery Services 



These include. 

o INTERAGENCY TRAINING A nationwide operation, this 
system provides training for Federal, State, and local gov- 
ernment employees Its structure includes training centers 
in Washington, D.C , a training center in each of the ten re- 
gional offices, three executive seminar centers, and the 
Federal Executive Institute Contact each center directly for 
specific information about its training program 

SINGLE-AGENCY AND AGENCY-SPECIFIC TRAINING 

An agency may find it more convenient to have a course 
delivered at its location Most of the courses listed in the 
Guide can be given at the agency's location Tuition for 
single-agency presentations are discounted and sponsor- 
ing agencies can save administrative costs connected with 
processing single nominations, travel, and per diem ex- 
penses, Single-agency arrangements may be more cost ef- 
fective for an agency with a large number of nominees; or 
for several agencies in the same geographic area Also, 
single-agency training provides agencies with an excellent 
opportunity to include their own subject experts and their 
management philosophy into the session Under agreement 
between the center and the agency, agency-specific 
courses may be given either onsite (at the agency's loca- 
tion) or at the center, A followup session can be arranged 
to help the agency implement, evaluate, or assess the im- 
pact of training received Call the training center offering 
the course to discuss such arrangements 

0PM training centers can tailor most of their courses to fit 
the requirements of an agency with specific needs Each 
center is equipped to design programs and materials in 



each o! the various curriculum areas They can modify reg- 
ular mteragency courses, develop new ones, or present a 
part of one or more 0PM courses for an agency at any 
training site This servjce afso gives the agency a chance 
to include its own subject matter in the course 

Like single-agency training approaches, agency-specific 
programs allow for followup sessions which can be used to 
help implement, evaluate, or assess the impact of the pro- 
gram given 

In add-on to local onsite courses, OPM is prepared to take 
its classes to government installations outside the continen- 
tal U S. 

To arrange for these services, which are available on a 
reimbursable basis, contact the appropriate center Its staff 
will be happy to advise you on the feasibility of (adoring the 
course to fit your needs and the cost for development and 
presentation of the course 

Following are the Washington-based training centers and in- 
stitutes, 

AUTOMATIC DATA PROCESSING MANAGEMENT 
TRAINING CENTER This center offers trajnmg assistance 
and a well-rounded curriculum aimed primarily at helping 
agencies meet their ADP training needs Afl courses are 
designed to provide participants with substantive knowl- 
edge directly applicable to their job demands 

The Center programs emphasize three curricula according 
to student needs ADP user education, computer specialist 
training, and upward mobility training The first curriculum 
focuses on introductory courses in ADP for non-data pro- 
cessing government employees at all levels, and more spe- 
cialized seminars which relate data processing concepts to 
specific area disciplines, the second stresses programs for 
those who are directly involved in data pcocessmg func- 
tions, the third provides entry-level ADP skills in the areas 
of operator training, programmer training, and card punch 
operator training, (For ADPMTC courses, see Guide sup- 
plement, page 13.) 

GOVERNMENT AFFAIRS INSTITUTE Emphasis of GAI 
courses is on congressional and governmental operations 
and public policy Instructional material, which is content 
oriented and policy related, is structured for Federal career 
and non-career executives and senior managers Classes 
on Congress cover the hearing process, legislative devel- 
opment, and legislative tracking Training services include 
mteragency seminars they're held on Capitol Hill and 
single-agency or single- prog ram projects designed to meet 



specific needs of the agency or any cluster of agencies 
with related missions Participants attend congressional 
committee hearings, proceedings of both Houses of Con- 
gress, and simulations of the legislative process (For GAI 
courses, see Guide supplement, page 16 ) 

LABOR AND EMPLOYEE RELATIONS TRAINING 

CENTER Through its specially designed educational pro- 
grams and materials, the LERTC enables participants to 
deal more effectively with an escalating number of labor 
and employee relations issues facing them in the public 
sector Emphasis is on helping agencies determine their la- 
bor and employee relations training needs and how they 
can evaluate alternative training subjects or methods The 
art of applying current technology to agency-specified la- 
bor and employee relations training needs is but a part of 
the Center's expertise Staff can also design and develop 
complete lesson plans and audiovisual aids, and print or 
videotape cases and exercises for use in your training ses- 
sion 

A reimbursable operation, the Center is also geared to help 
you develop programmed texts, self-study guides, and 
other practical options to classroom training. (For LERTC 
courses, see Guide supplement page 17 ) 

MANAGEMENT SCIENCES TRAINING CENTER The 

Center offers courses on financial management, grants 
management, program analysis, policy analysis, economic 
analysis, management analysis, quantitative techniques, 
and information management The Center's curriculum in- 
cludes a complete range of courses for managers, special- 
ists, and technicians MSTC will also conduct any of its 
existing courses onsite, and can develop and present 
courses specially designed to meet the needs of your or- 
ganization (For MSTC courses, see Guide supplement, 
page 19.) 

OFFICE SYSTEMS CENTER This center is for those who 
want to widen their understanding and use of office auto- 
mation As experts in all facets of the rapidly developing 
OA field, center staff can help agencies determine with 
precision their office system requirements, evaluate their 
training needs, and assess the effectiveness of the sys- 
tems OSC personnel do a thorough job of covering office 
automation Subjects stressed include planning, human 
factors, implementation issues, resource management, and 
evaluation. The Center is an informal clearinghouse on Fed- 
eral office automation. (For OSC courses, see Guide sup- 
plement, page 23 ,) 



PERSONNEL MANAGEMENT TRAINING CENTER 

PMTC's curricula includes courses on personnel, staffing, 
position classification, equal employment opportunity, and 
training and development Offered are basic, intermediate, 
and advanced courses designed primarily for agencies 
with limited training funds as well as supplementary ongo- 
ing, in-house (raining programs for those with personnel 
and EEO responsibilities Services provided can, among 
other things, help agencies identify and assess personnel 
management and EEO training needs, design courses for 
agency use, deliver courses, select alternative methods 
and technology in training with a view to cutting costs in 
materials, student salaries, travel and instructor time (For 
all PMTC courses, see Guide supplement, 
page 23 ) 

SUPERVISORY DEVELOPMENT CENTER The Center 
offers two curricula The first, which is offered by the Su- 
pervisory Training Institute, concentrates on helping agen- 
cies design, develop, implement, and assess supervisory 
development programs Parficipants are told how to use, 
refine, and reinforce most effectively the supervisory tools 
and techniques available to them The Institute also helps 
agencies in identifying supervisory development needs and 
provides aid in the development/selection of courses or 
other learning approaches to meet these needs 

The Communications Training Institute, provides both com- 
munications and office management training The commu- 
nications training assists Government employees to 
become better communicators men and women who are 
articulate in briefings, clear and concise in letter and report 
writing, astute in negotiating, creative in resolving conflicts, 
and courteous m public service The office management 
training turns today's Government office into a smoothly 
functioning organization where men and women process 
words, answer telephones, make decisions, manage of- 
fices, type, or take dictation all with newly acquired skills 
and an old-fashioned pride in a job well done (For SDC 
courses, see Guide supplement, page 26 ) 

WASHINGTON MANAGEMENT INSTITUTE An integral 
part of OPM's Office of Executive and Management Devel- 
opment, the Institute provides Government managers and 
executives chiefly those at grade levels GS-13 to GS-15 
and above with a curriculum aimed at increasing their 
managerial accomplishments and productivity, WMI pro- 
grams are manager-focused and based on the latest re- 
search which identifies executive and managerial 
competencies in the Federal government Emphasis is on 
the practical, not the theoretical. The Institute also con- 
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ducts single-agency onsite training programs and projects 
that are oriented toward problem solving, team develop- 
ment, and work group effectiveness (For WMI courses, see 
Guide supplement, page 30 } 



Training Assistance 

This important training activity is performed by the following 
OPM training units 

* PERSONNEL MANAGEMENT TRAINING CENTER The 

Cenler, through its Instructional Systems and Technology 
Branch, provides training assistance services to agencies 
who want to trim training expenses, solve organizational 
problems, and learn new technologies The Center unit 
highlights a three-way approach to help agencies it can 
teach them to carry out the instructional program they have 
in mind, work with them as they learn a kind of on-the-job 
concept, provide aid and finished products, which make it 
unneccessary to keep an additional on-board staff Unit 
professionals are highly skilled in the management and mo- 
bilization of teams for large-scale design and delivery proj- 
ects Short time frames are no problem Project size is no 
obstacle, Cost control is factored in, Assistance is readily 
available in training needs assessments, evaluation sys- 
tems, training package design, audiovisual materials, tech- 
nology application feasibility studies, plus others, 

* PROGRAM AND CURRICULUM DIVISION The Division's 
Audio Visual Resources Section offers a service for those 
who want specialized support in training visual aids design 
and development, A multitalented operation, the Section 
can meet the audio and visual production needs of any 
agency Its many services include production of overhead 
transparencies (originals and duplicates), slide/lape pre- 
sentations, videotape graphics, and duplication of audj- 
ocassette tapes AVRS, on request, can design your 
displays, posters, exhibits, charts, and graphs Also, the 
Section can provide you with illustrations that will meet your 
most exacting specifications Services are provided on a 
contractual basis (To learn how AVRS can help you, call 
(202) 254-6370, } 

* TRAINING RESOURCES MANAGEMENT DIVISION The 

organization's principal function is to facilitate the sharing 
of training resources among Federal managers and training 
professionals Resources are defined in broad terms and 
include people, ideas, materials, data, and facilities The 
Division's goals are to maximize availability and use of re- 
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sources and to minimize duplication and costs The follow- 
ing are examples of Division activities provides 
clearinghouse services, including advice on sources avail- 
able to meet training related needs and maintenance of a 
training reference library, sponsors showcases, confer- 
ences, and workshops in which effective training methods 
and programs are snared, publishes information of com- 
mon interest such as available Government training facili- 
ties, and the size and scope of U S Government training 
programs, coordinates activities of the Interagency Advi- 
sory Group's Committee on Development and Training, 
acts as liaison between the Government and training activi- 
ties in other sectors (For more information about TRMD, 
call (202)653-6173) 

TRAINING POLICY DIVISION Agencies find this division 
useful for guidance on requirements of training-related law, 
regulation, and Executive order TPD's response to specific 
agency inquiries may be in the form of ad hoc advice 
Generalized guidance is dispensed by the Division through 
OPM's formal issuance system (e g , Federal Personnel 
Manual, FPM letters and bulletins) or through such informal 
publications as "Training and You" and "Detecting Training 
Needs " When asked, TPD will also help agencies develop 
their training policy directives (For answers to your training 
policy questions, call (202) 653-6171 ) 



Residential Management and Executive Training 

0PM operates three residential Executive Seminar Centers, 
which offer a broad range of programs designed to meet 
the competencies defined for mid-level and Senior Execu- 
tive Service candidates Two weeks in duration, the inten- 
sive developmental curriculum provides an opportunity for 
serious, professional-level study in an atmosphere of aca- 
demic excellence and stimulation Seminars cover public 
policy and programs with special emphasis on administra- 
tive challenges, program operation, national economy; en- 
vironment and natural resources, energy opportunities, 
science and technology, American foreign policy, intergov- 
ernmental relations and other vital subjects (For further in- 
formation, call (202) 632-6214 ) 

The OPM-operated Federal Executive Institute provides ex- 
ecutive development programs for SES members and se- 
lected middle managers who want to expand their 
executive skills and knowledge FEI study plans are meant 
to improve understanding of executive roles, strenglhen in- 



11 



dividual capabilities, increase knowledge of management 
systems, improve understanding of national needs and 
priorities (For additional information, call FTS-938-1295 ) 



NATIONAL INDEPENDENT STUDY CENTER NISC of- 
fers a variety of courses to Federal, State, and local gov- 
ernment employees here in the U S and in assignments 
abroad The Center's curriculum makes it possible for par- 
ticipants to study and learn from self-contained course ma- 
terial at their own worksite, at their own pace, and without 
outside help Generally, each unit of instruction within a 
course can be completed in one to two hours Independent 
study has a number of advantages, including modest 
course costs, no travel or per diem expenses, greater flexi- 
bility in scheduling work, and enrollment at any time 

THE NOMINATION PROCEDURE FOR NISC COURSES is 
identical to the one used in Washington, D C Send all nomi- 
nations to 

Director 

National Independent Study Center 
U.S Office of Personnel Management 
Building 20, Denver Federal Center 
Denver, CO 80225 

For information about specific courses, call commercial 
(303) 234-2224 or FTS 234-2224 
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Automatic Data Processing Management Training Center 

ADP User Education 



COURSES FY-83 



OCT NOV DEC JAN FEB MAR APR MAY JUN JUL AUG SEP 



ADP for Administrative. Clerical 
and Secretarial Personnel 1-3 23-25 16-18 
(24BW) 


8-10 


ADP Systems Analysis for .... M , 
Managers (24CP) 1fl " 20 28 ~ 2 


11-13 


ADP Systems Analysis Seminar ,. ,. H1 
(24CH) 18 - 22 24 ' ZfJ 1M5 


25-29 


Analysis and Design ol Word nin q 11 
Processing Systems (24AP) " IU 3 "' ' 


Audit and Control ol On-line ., , , 
Systems (24GS) J "' '" H 


12-16 


Automated Accounting Sys- . ,. , R , ,c , 7 
tems(24AO) 8 - 1n lG-1fi 25 " 27 


29-31 


Automated Bibliographic Data ^ <, 
Bases (24LW) """ 


29-31 


Automated Budgeting Systems 10 31 , 
(24AN) "'" """ 


21-23 


Computer Audilmg and Control 5Q , , , y K 
(24CA) ^~ J J1 " fl " D 


1-5 


Computer Programming for ., 17 i, 1B 
Users/Managers (24GR) 1J "" ' w 


271 


Computer Security and Risk ,, , R 
Management (24CB) a ' m 


18-20 


Computer Technology Update e 7 91 ac 
(24AV) 5 " 7 " " 


21-23 


Current Technology in Auto- ?n 55 
mated Libraries (24MA) """ 


15-17 


Design ol Automated Data .,, 1= 1P 
Bases (24CT) 13-15 16 " 1B 


6-6 29-31 
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COURSES FY-83 



OCT NOV DEC JAN FEB MAR APR MAY JUN JUL AUG SEP 



Design of Computerized Man- 
agement Information Systems 
(24CV) 



1-5 



7-11 



16-20 



8-12 



Executive Seminar in ADP and 
Information Technology (24AD) 



10-11 



20-21 



Implementing an Automated 
Personnel System (24AL) 



9-11 



17-19 



Indexing and Abstracting of 
ADP Information Systems 
(24BB) 



18-20 



19-21 



Integrating Office Operations 
with Information Technology 
(24BI) 



291 



28-30 



24-26 



Introduction to ADP (24AA) 



29-2 



7-10 



313 



5-8 



12-15 



Introduction to ADP (lor the 
deaf and hearing impaired) 
(24AA) 



15-19 



23-27 



Introduction to ADP Systems . . fi in 1 1fl 9n ,. 

Analysis (24BY) 4fl fi - 10 14 ' 1a 18-22 zo ' 24 



26-30 



25-27 



6-8 17-19 14-16 21-23 



2-4 13-15 18-20 22-24 2G-28 



Micrographics m Automated 
Information Systems (24BD) 



13-15 



7-9 



8-10 



28-30 



Seminar in Library Automation 
(24BJ) 



15-17 



2-4 



25-27 



Seminar on Microcomputers 
(24BF) 



13-14 



14-15 



21-22 



Seminar on Minicomputers 
(24GF) 



1-3 



23-25 



27-29 



7-9 



Storage and Retrieval Tech- 
niques (24BL) 



11-13 



7-9 



Systems Analysis and Design 
(for the deaf and hearing im- 
paired) (24BY) 



13-17 



Computer Specialist Training 

COURSES FY-83 OCT NOV DEC JAN FEB MAR APR MAY JUN JUL AUG SEP 



COBOL Programming Tech- 
niques (24FY) 



1-5 



28-4 



271 



Computer Forms Design 
(24HB) 



15-17 



8-10 



Computer Resources Manage- 
ment (24HE) 



23-25 



11-13 



Data Base/Data Communica- 
tions Systems Design (An Ad- 
vanced Course} (24HH) 



29-31 



27-29 
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COURSfcS FY-83 



OCT NOV DEC JAN FEB MAR APR MAY JUN JUL AUG SEP 



Data Base Management Sys- 
tems (24GM) 



16-19 



8-11 



Data Entry/Source Data Auto- 
mation and Computer Output 
Devices (24GC) 



a-10 



13-15 



3-5 



Data Gathering Techniques 
(24HD) 



13-15 



23-25 



Data Processing Project Man- 
agement (24GN) 



11-13 



26-28 



Decision Logic Table Workshop 
(24FG) 



19-21 



1-3 



Distributed Data Processing 
(24HI) 



26-28 



5-7 



20-22 



Documentation and flowchart- 
ing Techniques (24HC) 



3-5 



1-3 



FORTRAN Programming Tech- 
niques (24FQ) 



30-3 



5-8 



Fundamentals of ADP lor Com- 
puter Specialist Trainees 
(24FL) 



2D-19 



Fundamentals of ANS COBOL 
(24FM) 



29 1D 17-28 



211 2-13 



1fl ' 29 



Fundamentals of Data Commu- 
mcations (24HF) 



n , 
3 ' Z1 



15-17 



3-5 



16-18 



Fundamentals of FORTRAN IV 
(24FN) 



18-22 



10-14 



4-8 16-20 



18-22 



19-23 



Fundamentals of PL'I (24LV) 



18-29 



8-19 



Introduction lo Computer File 

Structures and Data Base De- 6-fl 2-4 14-16 11-13 8-10 

sign (24BZ) 



11-13 



14-16 



17-19 



Programming in BASIC (24BA) 12-15 



7-10 



313 



291 



Programming in FORTRAN (lor 
the deal and hearing impaired) 
(24FQ) 



19-23 



Security and Privacy o) Com- 
puter Systems (24GH) 



6-8 



25-27 



Seminar in Advanced Computer 
Systems Technology (24FE) 



14-17 



22-25 



14-17 



12-15 



Seminar in Computer Systems 
Evaluation and Procurement 
(24AZ) 



16-18 



3-5 



Statistical Approaches to Data 
Analysis (24BU) 



13-17 



21-25 



22-26 



Structured Design (24HA) 



302 



19-21 



7-9 



Systems Analysis for Computer ,009 -, Q 
Programmers (24FA) 18 ' 22 29 



25-29 13-17 11-15 8-12 12-1S 



Systems Design Considerations 
in an On-line Environment 
(24FK) 



22-24 



15-17 



291 



23-25 



15 



COURSES FY-S3 OCT NOV DEC JAN FEB MAR APR MAY JUN JUL AUG SEP 

Systems Workshop lor Com- ,, . 5n 26 

* Oct 7 



Tape/Disk Librarian Functions 



Upward Mobility Training 

COURSES FY-83 OCT NOV DEC JAN FEB MAR APR MAY JUN JUL AUG SEP 



Basic Card Punch Operator 
Tramrng (24LT) 


13-17 /-11 6-1" 12-16 


Fundamentals of Programming , . 
Logic Development (24BV) a ' H 


30-3 11-14 14 19-22 23-26 19-22 6-9 


Introduction to COBOL Pio- ,_ 
grammmg (24LN) * u 


17-21 14-10 25-29 13-17 292 


IntroducliOR to Computer Oper- 10 ,_ 
alion {2-ILH} 19 ' 22 


14-17 0-11 5-6 7-10 2-5 


Introduction to Job Control 
Language (24LM) 


6-10 314 11-15 20-24 8-12 12-1(5 


Operating Computer Peripheral 
Equipment (24LJ) 


4-7 3-6 20-23 


Operating Computer Systems 
(Z4LKJ 


18-20 17-19 27-29 


Workshop in GOGOL Program- 
ming (24LP) 


1-5 314 21-25 1C-PO 11-15 2G-30 



Government Affairs Institute 
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Cong, Briefing Conference for 

Admin., Teen & Support Per- 27-?9 17-n 1-3 

sonnel (37LE) 

st '" S ' 1D 3M 16 ' 22 16 - 2D fi - 10 25 ' 29 

Excciftive Forums (37LV) 19 10 14 4 8 20 5 



Federalism (37LF) 24-26 11-13 

Freedom of Information and 

Privacy Acts. Update on a New 11-12 

Era (37LK) 

Government Operations Semi- . _ ., 

nar (37LG) 

16 
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Hearing Process Workshop 
(37LH) 


20,21 2, 3 , , 
& 28 & 9 J " a 


Ideas and Authors (37LI) 


All Quarters 


Legislative Development Insti- 
tute (37LM) 


17-19 27-29 


Legislative Operations Round- 
table for Executives (37LD) 


fS 16 - 2D 


Legislative Tracking (37LT) 


17,18 _, 8,9 
& 28 " " & 19 


New Congress Symposium 
(37LK) 


17-18 17 ' 1fl 
1MB 30-31 


Personal Liability of the Federal 
Executive (37LK) 


1fi 1 13 7 


Regulation Development and 
Control Institute (37LM) 


15-17 25-27 


Regulatory Reform (37LK) 


29 13 11 


Symposia on Public Policy and 
Legislation (37LK) 


1-2 20-21 11-12 



Symposium on the Cong 

Budget Process Its Impact on 25-25 7-a 2S-29 

Legis Policymakmg (37LK) 



Employee Relations/Performance Appraisal 
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Administering the Employee 

Counseling Services Program 24-26 6-8 20-22 

(26RR) 

Administrative Processes for 

Resolving employee-Employer 17-18 11-12 

Differences (26SC) 



Tlie Agency Administrative 
Grievance System 


22-23 17-18 18-17 


Basic Employee Relations 
(26RK) 


16-19 8-11 26-29 7-10 16-19 


Case Preparation and Presenla- 
tton Before MSPB (26RZ) 


14-17 1-4 17-20 302 


Employee Benefits An Over- 
view (2BSE) 


8-9 281 29-39 


Employee Benefits. Computa- 
tions and Procedures (26SB) 


29_3 314 21-25 23-27 25-29 26-30 


Employee Relations Sympos- 
ium (26HA) 


11-14 



17 
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Factfmder's Role in the Agency 
Administrative Grievance Sys- 
tem (26RM) 


11-14 29-1 20-Z3 


Improving Performance Stan- 
dards (26SG) 


15 5 


Performance Appraisal Process 
(26RE) 


6 22 


Planning for Retirement (2GHL) 


8-10 14-16 


Setting Performance Standards 
(26RB) 


3-4 25-26 


Suitability and Security Ad|udi- 
cation (2GRS) 


14-17 10-13 20-23 


Supervising Employee Perfor- 
mance and Conduct (26RY) 


8-10 16-18 22-24 14-16 


Unacceptable Performance Ac- 
tions and Adverse Actions 
(26RN) 


303 25-2Q 22-25 24-27 26-29 27-30 


Using Performance Appraisal 
to Manage (26RD) 


19-21 20-22 13-15 



Labor Relations 
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Basic Labor Relations (26AB) 18-21 G-9 313 4-7 6-9 1-4 

Collective Bargaining Sympos- 
ium for Labor Relations Execu- 
tives (26PA)" 

Determining Negotiability in the .. ., , 

Federal Sector (26CP) " 17 46 



Drafting Labor Agreement Lan- ., ..... 

guage{26CM) fl - 10 1fM7 



Introduction to Federal Labor 

Relations for Legal Advisors 5-6 4-5 2-3 18-19 24-25 

(26AK) 

Labor Relations Briefing for Ex- 

ecutives (26AD) 23 12 22 25 13 



Labor Relations for CEO Per- ,. 

sonnel (26AG) 14 ' 15 13 ' 14 



Labor Relations (or Personnel ., ,. ._ , n fn Hn ^ n , 

Specialists (26AE) 16 ' 18 16 - g ^-12 12-14 20-22 

Labor Relations for Supervi- _ , ncn ^ , 

sors and Managers (26AA) z ' 4 ^27 26-28 21-23 23-2b 27-29 

25-29 MO 7-11 1^ ^ ^ 
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Resolving Grievances under a R , , fi ,, 1e; 1R 
Labor Agreement (26CO) 6 ' 7 2G ~" 15 ' 16 


17-10 . 3-4 


Strategies and Tactics of Col- 
lective Bargaining Negotiations 293 21-25 
(26CB) 


27-1 12-16 


Workshop on Arbitration ,, 1R , 1(1 
(26CA) 13 ' 16 n 


20-23 12-15 


Workshop on Impasse Resolu- 1K ,, 
tion and Mediation (26CK) "'" 


31-1 


Workshop on Unfair Labor ,, 1C . 
Practices (26CH) 13 ' 15 22 " 24 


14-16 9-11 



"Dates to be announced 



Management Sciences Training Center 

Financial Management 
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Accounting for the Non-Ac- 1fi 17 . _. 

countant (23AD) 1S " 17 Z3 ' 25 24 ' 26 25 ' Z7 



Accrual Accounting Procedures ,, .,, , , . ., ,, R 

m Federal Agencies (23AE) ^ 1Z ' 14 12 ' 14 

(23DK) AnalVSIS W rkShOP 19 ' 21 Z0 ' 22 22 ' 24 21 ' 23 

Budget Estimating Techniques ^ ? . fl fl . 1Q . 1g . ig 1g . z1 1M6 

Budget Execution (23BM) 25-29 15-19 24-28 14-18 18-22 20-24 15-19 19-23 

Budget Formulalion (23AF) , 293 314 281 . 271 292 
1___15 3-7 28-4 *" 6-10 1-5 

Budget Presentation and Jusli- ,.._ 1fl . . , . in 01 . ,,, 1fi 

fication (23AT) ^ 10-14 14-18 9-13 18-22 12-16 

Budgeting and Accounting for , , n - , 

Managers (23HA) ] ^ ]_ ] 

Cashiers' Workshop (23MG) 10 7 11 13 8 

Coping with Budget and Per- , , ,, , fi , aa 

sonnel Cuts (23DN) ^ 14 ' 15 6 ' 7 ^_ 

Data Handling for Budget & Sept. 

Accounting Technicians 29 22-24 26-28 23-25 1-3 27-29 28-30 

(23DA) 1 

Developing Vulnerability As- n -, A ft 

sesqment Programs (23HA) B * * 

Effective Cash Management 22 , 23 M . 25 lg , ig 1S . 19 

(ioUJ) 



19 
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Establishing Internal Controls 

to Avoid Waste, Fraud & 8-0 6-7 10-11 5-6 7-0 6-7 

Abuse (23DL) ____ _ __ 



Federal Budget Process (23AP) 13 14 22-23 14-16 20-21 zz-23 16-17 6-7 12-13 9-10 14-1510-11 8-9 



Trie Federal Grant Process g . 1D 1B 17 3.4 

(23AH) " J __ 



Financial Aspects of Grants ^ 14 . 18 1B . 2Z 13 . r/ 

Management (23AW) ________ 



Governmental Bookkeeping Sopt 29-3 31-4 2 , 271 29-2 

and Accounting I (23AB) 27-1 1-5 3-7 28-4 28-1 6-10 1-5 



Governmental Bookkeeping and ., 24 . 28 21 . 25 16 . 20 18 . 2Z 1q . 23 
Accounting II (23BJ) 

Government Payroll Record- 
keeping and Procedures 60 15-17 16-16 27-2925-27 10-12 
(23AV) 



How to Improve Debt Codec- on ,.. on 97 oc 

tion Practices (23HA) 2g 31 2S " 25 



Introduction to Financial Man- ,,. , Q 1fl 1d 1fl , . 

agemenl (23BC) _ Zj ' Z9 __ ______ __ 

Introduction to OMB Circular , 57 , - 97 

A-87 (23HA) 1 27 23 1 a 



12 ' 14 19 ' 21 



Payroll, Time, Leave, and At- 

tendance for Supervisors 10 

(23HA) 



Practice Problems in Govern- 
mental Accounting (23AL) 


25-29 


6-10 


7-11 4-6 20-24 22-26 


Preparation of Financial Re- 
ports (23LC) 


5-7 


13-15 


10-12 29-31 


Time & Attendance Record- 
keeping & Procedures (23AV) 


4-0 


13-14 


14-15 25-26 8-9 



Quick and Easy Math (23MU) is 10 10 



Understanding Administrative 

Requirements for Grants-in-Airi 30 26 22 31 26 27 

(23HA) 



Understanding State & Local 

Accounting Principles and Pro- 22 27 25 

cedures (23HA) 
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Management Analysis and Quantitative Techniques 
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Administrative Systems & Pro- . ... , n , , ,, . Jn ,., Jf . 

cediiras Analysis (23MO) 4-8 15-19 3-7 7-11 4-8 2-6 6-10 11-15 22-26 

Advanced Management Acidly- 10 00 , , ,, HC 

S , S( 23 FE ) 18 " ?2 29 ~ 3 7 ' 11 11 ' 15 ^'29 



Data Collection and Annlvsiis ! K , n ,. ,, , n n JnJ .,. 

(23FCJ ^S 11-W 14-18 9-13 13-17 18-22 1519 19-23 

effective Space Manxmen! 



Graphs, Charts, and Tables 
(23LD) 



4-0 15-17 10 12 22-24 21-23 2-4 6-8 8-10 19-21 



Improving Information Man- fl , n 
aqemflnt (23LE) U " 1U 


15-17 11-13 66 


Management Analysis and Re- . ,, Hn 
view(23FL) 4 ' 8 15 19 


3i_fl 28-1 1R , n 27-1 1-5 100 , 
3-7 28-4 25-29 n ' U 6-10 22-26 IH ~" 


Management Information Sys- .,, 1B ,, , . 
terns Design and U&e (23LC) n * 15 1V111 


10-13 2-5 



Mathematics for Government 
Opfirations (23MK) 



Measuring Efficiency m Gov- , , . . 

emmnnt (23GT) ?5 " 2/ 22 ' 24 1(M8 2331 



Organisation Study and Design 



Paperwork Management (23FF) 293 284 303 15-19 



PERT Workshop (23GA) 11-13 12-14 14-182527 15-17 1-3 



Position Management (23GX) 3-5 10-12 7-9 B-& 8 10 



Procedure Charting for Techni- 1(1 
cians (23HA) " 1J 



!y Tflchmqufls -?l 10-13 9-12 1-4 



Statistical Averages and their . 17 

Uses (23HA) 2il 17 



Statistical Techniques for Ana)- , r 
ysis (23LQ) 


3-7 7-11 9-13 


11-15 22-26 


Statistical Techniques for Gov- 4-8 ,- 19 
ernrnent I (^3LS) 18-22 


3-7 7-1, ,.11 ,,-,, H 0.1. 


512 
IFl-M 
lb " 26-30 


Statistical Techniques for Gov- 1( . 1(l 
ernmerit II (23MJ) J 


10-14 14-18 16-20 


11-15 12-16 



le'Jinit|iies for Systematic - 22 . 24 

Analysis (?3FD) 
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Program Analysis 
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Applied Analysis and Evaluation T n , fi 

Workshop (23FP) __ _ 

Correlation and Regression c , n 91 5 = iq 17 00 > 

Analysis (23LW) G - ID 21 ' 25 13 ' 17 29 - 2 



Cost BeJielll Workshop (23FH) 18-22 15-19 3-7 284 11-15 13-17 8-12 26-30 

Economic Investment Analysis , , fl -,. 1( , ., 1n ,, 

POD Procedures (23FA) ^ M1 1S ' 21 ^ 

Introduction to Program Evalu- . H ,,. ?(1 . ?fi ,,, lfi .,, n 11 . 1 . ?q 7 

alien. A Workshop (23GV) 4 8 B 1B M 28 J T1 1B zn ^ 1S Z9 ~ 2 

Managing Resources rn a Re- 
trenchment Environment 25-29 u-18 I-D 
(23HC) 

OMB Circular A-76 Cost Hand- 1fl ,, M . . 9B ?B , , 1fi _ n 271 . 

bQOk (23GZ) 18-22 29-3 24-26 28-4 -1-3 16-gQ 25-29 12-16 

Planning Techniques for Man- , , 1 , 11>1 . S1n 1fl 1Q 

aqement (23FV) ^ 31 ~ 4 11-15 S-IG ia-22 19-23 

Tho Policy Analysis Process * i i ? = o ,. n 

[23HH) 7 4 2 3 3 7 5 ^ 4 1 

Policy and Proflram Analysis ,. , Pft . in 1Q _ 

and Evaluation (23FR) Z9 ~ a 28 ~ 4 B ' 10 19 ' 23 



Productivity Measurement A ,,. ,, 711 

Unified Approach (23FJ) VB 3 '' M1 



Program Evaluation m the 10 M , - ... 17 ,, ,. 3fi , iq 

Management Process (23FX) 1S ' 21 1 ' 3 _ 15-17 24-26 26-2a 13-15 

Project Management- A Work- 

shop m Planning, Scheduling 18-21 13-16 14-17 17-20 11-14 19-22 

and Control Techniques (23GY) ___ 

Quality Circle Concepts and , n , 55 9 , , fi R B , Q 01 

Techniques (23HE) _ 3D ~ 2 2Z ' 24 A ' s 6 ' 8 __ ^ 

Quantitative Approaches to , ,, 

Personnel Management (23MS) _ ^ _ ia ' ia _ 

Selected Techniques lor Opera- , 9ft ... 1Q 59 t _ 1fi . 

lions Analysfs (23LZ) _ ^ _ 10 ' 13 _ 19 ' 22 T3 ' 16 M1 

Statistics for Wanagemen! 1Wfl 3 . ? t1 . 15 2Q . 24 1M6 

Workmawitli Numbers M 1M9 1Q . 14 2B _ 4 2B-1 MJJ 6 . 10 11-15 8-12 19-23 

Writing Work Statements for 191J 1fl 19 ??9 , . 5fi 

A-76 Cost Studies (23BQ) 12 ' 14 10 ' 12 23 ' zs 22 ' 24 2<| - 26 
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Office Systems Center 
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Conducting a Teleconference . M 13 . 14 1(M1 7 . 8 M ^ 

Electronic Mail Its Technology , ,,. ,, 9R ,. 

and Application (27AG) 3 26 23 26 2fl 22 

Evaluating Your Office Automa- . . . 17 ,_ 1 . .. , , 1fi 1(l 19 91 1Q M 

tion Needs (27AC) 26-26 15-17 12-14 22-24 14-16 10-12 21-23 19-21 20-22 

Executive Overview of Office 

Automation Technologies 20 30 23 13 8 10 

(27AO) 

How to Implement Office Auto- , Hn . Hnoo en 

nation (27AM) 7 ' 10 B ' 11 19 ' Z2 B ' 9 

Human Factors in Office Sys- , , oc ,, 

tems Design (27AK) z ] ^ 

The Key Factor in Implement- 
ing Office Automation People 12-1417-19 18-2014-16 8-10 3-5 12-14 9-11 13-15 
(27AF) 

Management Skills for the Au- nin ,. ,, ,., , , 5 , 

lomated Office (27AN) 9 ' 1D 26 ' 27 5 ' 6 1 ' 2 z ' 3 

Office Automation An Intro- . . , n , . - n 

duction (27AB) 5 4 10 2 12 16 11 B 

Planning and Designing Inte- 1Q 1ft1 . 1d 1fl q1l 1fl . 2? 

grated OHice Systems (27AP) 1S 1G 10 14 14 1S fl13 1S 22 

Teleconferencing Technology , n , n D , . , , 

anrJ Application (27AH) ' 4 9 10 11 8 3 5 1 4 



Personnel Management Training Center 

General Personnel Management 
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Career Alternatives After RIF 
(22QK) 


18 


Introduction to Personnel Man- 
agement (22AA) 


G-8 1-3 8-10 12-14 9-11 7-9 6-8 9-11 13 13-15 8-10 14-16 


Management of Personnel 
Evaluation Surveys (22AZ) 


28 


Personnel Management Evalua- 
tion The On-site Survey 
Method (22AJ) 


1-5 9-13 


Preparation and Review of Per- 
sonnel Actions (22FU) 


8-9 Z4-25 20-21 15-16 


Processing Personnel Actions 
(22AW) 


15-19 13-17 17-21 14-18 Z1-25 16-20 25-29 29-2 


Using the Federal Personnel 
Manual (22AI) 


4 8 6 10 7 7 4 9 6 11 8 12 


23 



Equal Employment Opportunity 
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Advanced EEO Counseling 



3 _ 5 



16-18 



Z5 . 27 



Affirmative Recruitment Fed- 
eral Equal Opportunity Recruit- 
ment Program (22UT) 



8-9 



14-15 



16-17 



11-12 



Assessing EEO Workforce Data 
(22VM) 



B 



9 a 



HE 17 



14. IK 



Basic EEO Counseling (22UD) 20-22 17-19 13-15 26-2B 23-25 23-25 27-29 16-18 20-22 18-20 22-24 19-21 

EEO For Advisory Committee 
Members (22VBJ 



., 
" 



EEO Law Its Impact on Federal 
Employees (22Vi) 



, , 



Federal EEO Affirmative Action 
Prosram Plan (22VA) 



,, 1R 
15 ' 18 



19 , 
12 1 



The^ederal Women's Program 



1|M9 



17 . 20 



2 . g 



The Hispanic Employment Pro- 
gram (22UU) 



, 5 



Introduction to Federal Equal 
Employment Opportunities Pro- 20-22 
grams (22VK) 



26-2B 



27-29 



27-29 



Investigation of Complaints of 1Q ,, 
Discnmination (22UL) 19 ' 22 



Making EEO Programs 



. 



15 . ig 



Planning for Career Advance- 
ment (22VS) 



Processing Class Complaints 
(22UC) 



TheRole of Managers m EEO Z7 . 29 17 . 19 a . 10 5 . 7 M 9 . 1t 



4 . 6 8 . 10 . 3 . 6 19 . Z1 



The^ole of Supervisors in EEO 



Selective Placement of the 
Handicapped (22FQ) 



1Q:)1 
19 ' 21 



2B ' Zfl 



Sexual Harassment A Work- 
shop (22VU) 



1G-17 



17-18 



16-17 



15-16 



Sexual Harassment, Briefing 
(or Supervisors (22VW) 



Upward Mobility Planning and 
Implementation (22US) 



. . 
1 " 4 
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Position Classification 
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Basic Position Classification 
(22JA) 


18-29 6-17 31-11 21-1 2-13 13-24 1-12 19-30 


The Federal Wage System 
(22JX) 


13-14 18-19 25-26 


Position Classification Analysis 
and Evaluation (22JP) 


3-5 23-25 27-29 17-19 


Position Classification Evalua- 
tion Reports (22JQ) 


15-19 14-18 16-20 22-26 


Position Classification Factor 
Evaluation System (22JK) 


14-15 11-12 


Position Classification for Su- 
pervisors and Managers (22JE) 


27-28 18-19 


Position Classification in the 
Federal Government (22JR) 


19-21 13-15 291 


Position Classification Obtain- 
ing Facts and Presenting Find- 
ings (22JN) 


10-11 7-8 23-24 12-13 


SGEG The Supervisory Grade 
Evaluation Guide (22JO) 


9-10 24-25 10-11 21-22 2-3 29-30 


Writing Position Descriptions 
(22JS) 


1-3 2-4 B-10 312 


Staffing 

COURSES FY-83 
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Basic Staffing (22FA) 


25-5 3-14 7-18 2-13 11-22 12-23 


Content Validation (22FO) 


17-19 23-25 26-28 


Job Analysis for Development 
of Training & Experience Rat- 
ing Guides (22GB) 


13-15 23-25 18-20 312 


Merit Promotion Principles and 
Practices (22FI) 


8-9 9-10 20-21 10-11 


Overview of RIF (22PX) 


22 29 23 


Personnel Assessment and Se- 
lection (22FH) 


15-19 284 4-8 13-17 1-5 


Personnel Interviews (22FF) 


8-9 311 2-3 18-19 


Personnel Staffing in the Fed- 
eral Government (22FW) 


4-8 293 31-4 11-15 6-10 22-26 
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Qualifications Analysis (22FK) 6-7 7-8 18-19 27-28 8-9 

Reduction-ln-Force (22PT) 18-21 24-27 25-28 25-28 

Role of Supervisors in Hiring 

and Promoting Employees 20-21 7-a 15-16 

(22FZ) __ 

Seminar for Outplacement Co- ?n ,-, 17 

ordmators (22GA) 15 za Z2 17 



Training and Development 
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Advanced Instructor Training 
(22LE) 


10-12 18-20 27-29 19-21 


Instructor Training (22LF) 


15-19 17-21 7-11 9-13 18-22 8-12 


Introduction to Training and 
Development (22LA) 


13-15 14-16 11-13 20-22 12-14 


Role of Supervisor and Man- 
ager in Training and Develop- 
ment (22LM) 


29-3D 311 29-30 6-6 30-31 


Seminars (22LY) 


8 11 11 15 


Training Course Design and 
Development (22LU) 


31-4 25-29 11-15 


Using Video in Training (22LC) 


1-3 9-11 20-22 1-3 17-19 


Visual Design (or Training 
(22LX) 


8-9 10-11 11-12 13-14 12-13 


Workshop in On-the-Job Tram- , 
ing (2210) 4 " B 


6-8 7-9 13-15 2G-2G 



Supervisory Development Center 

Communications Training 

COURSES FY-83 OCT NOV DEC JAN FEB MAR APR MAY JUN JUL AUG SEP 



Accelerated Reading (25DZ) 6-17 14-25 9-20 8-19 

Basic Communications Skills 5 , , , 1n 1fi , 7 

(25prj) -a 7-18 16-27 19-30 

Constructive Conflict Resolu- 1B 1( . ., , 

tion (25HE) ' ^ '"'*' 13-16 
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Effective Briefing Techniques 20 . 26 ]7 . 23 1M5 2 . e 6 . 12 1M7 W4 14 . 20 

for 13 - 14 9 ' 10 5 ' 6 15 ~ 16 22 ' 23 

EHective English Workshop 1B . 2g M? M8 14 . a ^ g . 20 13 . 24 wz 12 . 23 

1fM9 18 ' 19 1WB 1 * 18 1MZ 1fM7 14 ' 15 B ' 9 19 - 20 

Essentials of English (25PH) 6-17 7-18 14-25 9-20 13-24 12-23 

Fundamentals of Writing 25 -529-1o 10-21 MB M8 18-2916-27 20-1 8-19 12-23 

Interpersonal Communications , _ D n ^ . r , , 10 , n , Q 01 

(PSFHI '"^ 6-8 9-11 4-5 2-4 18-20 13-21 

Introduction to Editing (25PK) 19-20 8-9 16-17 5-6 20-21 30-31 

Letterwnting lor Secretaries _ . , 1Q 9 . * , 

(25AM) _ ^ _ 7 ' 14 19 ' 26 1 ' a 

Listening for Managers (25DO) 1 11 

Managm^OIher People's Writ- M 1Wfl M M M ^2 

Proofreading (25AN) 4-8 1-s 6-10 10-14 7-11 7-11 4-8 9-13 6-10 11-15 15-19 26-30 



Writing Workshop 13 . M 15 , M 13 . 22 M6 14 , 23 16 . 2g 2Q . 29 . 7 . 



1fi 



of Negotiating 3 , g M1 18 . 2fl 



3 . 5 



Vwca wid Diction Improvement 1-19 y . 25 6 . 24 1Mfl 

Writino Effective Letters 1M6 6 . H WB 4 . 12 1M1 22 . 30 



Office Management 
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Advanced Typing (25AP) 13-215-9 10-28 15-9 4-221-31 21-12 8-26 

BeUer Office Skills and Service 1fl . M Mfl W1 w M M 2S . 2fl 13 , 16 

Introductory Typing (25PA) 18-4 10-27 4-21 a-25 

Keyboarding for the Automated 7 9 - 

Office (25PO) '" 



27 
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Office Management (25AD) 


15-19 6-10 7-11 14-18 11-15 20-24 1-5 19-23 


Secretarial Decision Making . , 
(25AT) *' 


13-16 1-4 25-28 27-30 1-4 


Secretarial Productivity 
Through Individual Leadership 
(25BA) 


2-5 17-20 1-4 10-13 14-17 26-29 


Secretarial Techniques (25AB) 


16-19 fi-9 22-25 24-27 7-10 22-25 


Seminar for Executive Secretar- 7 
IGS (25AC) & '' 


8-10 23-25 12-14 28-30 21-23 


Shorthand Refresher (25AG) 


29-17 28-16 2-20 11-29 


Stress Management (or Secre- ,,, 1fi 
taries (25BB) ld " 1!l 


1-3 9-11 25-27 20-22 29-31 


Successful Teamwork How 
Supervisors and Secretaries 
Achieve It (25AK) 


1 31 4 11 


Telephone Techniques (25BD) 


22 1 21 26 29 15 


Time Management for Secre- ., 
taries (25AW) 6&13 


B&15 1G&2320&2717&2422&29 2&9 20*27 


Word Processing 1 A Clerical/ 
Secretarial Onentalion (25ER) 


3-5 2-4 2-4 10-12 


Word Processing for Managers 
(25ES) 


6-7 21-22 



Supervisory Training 
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Administrative Officer Seminar ,. fi . .. ,, 

(21CM) 13 " 15 ' "-25 -15 14-16 2-4 



Advanced Administrative Ofli- 

cer Seminar (21 DA) ^ 26 '" 

Advanced Understanding and 

Managing Human Behavior 16-17 20-21 24-25 16-17 2G-2B 

(21 CF) 



Assertiveness Skills lor Super- , nnan 4 JB 

visors and Managers (21 OJ) d " 4 "~ 23 1a ' 19 24-25 

Authority, Accountability and ,, ._ 

Responsibility (21FY) 17 ' 1B 4 ' 5 16-17 



Basic Management Techniques <oq - HC4n n , . .,,_ 

(21FG) 18 ' 22 15 ' 19 31 ~4 H- 2-6 1MB 292 
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Concepts of Organization 1(Mg 1(H1 g . 10 2M6 2g . 3(J 

UlrAJ ^ _ 

Creative Problem Solving 1M7 1Q . 1Z 21 . 23 M ^ tfl . 21 

Developing Positive Relation- 1fi1R . , ,, ,. ,, ,, 

ships with Superiors (21FZ) 15 ' 16 2 ^ K 13 ' 14 12 ' 13 

The Dynamics of Successful ,, , BQ 

Change (21 FW) ^ ^ B ' 9 

FOIA/PA Workshop for Admin- 
istrative and Secretarial Per- 9-10 18-19 28-29 
sonnel (21 LY) 

Improving Efficiency and Pro- Ofl , , . , 
duclivily in Groups (21 FV) ^ _ 

Improving Employee Perfor- , , , n 9B ., 

mance(21DC) 6 - ? 7 ' 8 26 ' 27 15 ' 16 



Interviewing for Supervisors 
(21DK) 


18-19 


21-22 


8-9 


Introduction to Supervision 
(231 FH) 


18-22 15-19 13-17 17-21 


14-18 14-18 16-22 16-20 13-17 11-' 


,, 26-30 

90 9 


Lateral Think Advanced Crea- 
tive Problem Solving (21PM) 


16-17 


28-29 9-10 


8-9 


Leadership and Women (21 PP) 


13-15 1-3 


14-16 11-13 1-3 


a-to 



Management of Time (21CW) 12-13 18-19 2-3 16-17 4-5 12-1330-3115-16 

Performance Appraisal Coun- , ,, ,_ 011 n ,,,. 

selmg and Feedback (21 DG) 1 ' 3 5 ' 7 Z3 ' Z5 9-11 6-B 1Z '" 

Personnel Management lor Su- 
pervisors and Managers 25-29 10-14 284 2-6 25-29 26-30 
(21GC) 

Power and Influence Positive ,,,. , . ,- 1fi1 , 1R 

Forces in Productivity (21GA) 14 ' 15 16 ' 17 15 ' 16 

Problem Solving and Decision 01 OG ., M0 ,, 

Making (21 PG) 13 ' 17 2MS |^_ 19 ' 23 

Scientists and Engineers A 1B 17 , ,, - , K , s 9fi 

Management Institute (21EA) 15 ' 17 29 ' 31 11 ' 13 6 ' 8 2e ' g8 

Stress Management lor Super- 00 ., , , , n m 1Q 

visors and Managers (21DI) 29-30 27-28 7-B 2-3 18-19 

Successful Implementation of 1(MQ fl1n 51 

FOIA/PA (21LZ) 18 " 19 9 ' 1D Z1-K 



mance 



Supervision and Personal Skills - 50 fi1fl 5 . 5B 7111111; din iq 109^1 

,nJ rrv 25-29 b-10 t4-^o f-11 ll-lo b-lu 1-n ly-io 

The Supervisor and the Func- ao m u n 

lion of Controlling (21FS) ^ ^ ^ 12 ' 13 

The Supervisor and the Func- ., , no Q 

tion of Directing (21FR) ^ 2 ^ 8 ' a 

The Supervisor and the Func- 5n , , , R i 

tionof Organizing (21 FQ) a ' a ^ d " 4 ""' 
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The Supervisor and the Func- , ., , , 
tion of Planning (21FP) lt ' 21 vz 


1-2 1-2 


Supervisory Update No Limits , 
to Growth (21FO) 1 " 3 


8-8 14-16 


Understanding and Managing , ,. ,_ . , e 
Human Behavior (21 CG) 25 -" 14 ' 18 24 ' 26 


5-7 12-14 20-22 


Working with Individual Behav- , c , 
ior(21RJ) 4 ' 5 7 ' 8 


23-24 19-20 


Working with Individual Man- oin , , 
agement Styles (21FT) 9 ' 1U 1>2 


24-25 9-10 



Washington Management Institute 



COURSES FY-83 OCT NOV DEC JAN FEB MAR APR MAY JUN JUL AUG SEP 



Advanced Management Semi- , . in ,, , , c 
nar(36JS)* 14 ' 19 13 ' 18 1 ' B 


25-30 


Executive and Managerial 1fi , 
Coaching (36JD) lll " lb 


12-14 


Executive Leadership Seminar fi , n ,. 10 
(36JG) 6 - 10 14 ' 18 


13-17 19-23 


Ideas and Authors (36KA)" 


Management of Scientilic and 
Engineering Organizations 7-11 
(36KL) 


19-23 


The Manager and Program 
Planning and Evaluation 18-29 17-28 16-27 
(36KC)' 


22-2 


Managerial Decision Making ^ ,. 
(36JQ)' 8 ' 11 2B ' 29 


Middle Management Institute , . ,, , D 1D 
(36JJ) 1 ' 5 14 " 18 1B " 22 


25-29 


Results Onenled Management ,, 10 in ,. 
(36JR) 15 ' 18 10 ' 13 


13-16 12-15 


Seminar lor New Managers in 
(36KB)' 29 ~ 1D 28 ~ B 


6-17 19-30 


Seminar in Management Effec- oc 
tiveness (36JZ)' ZD ' 25 


19-24 


Task Force and Proiect Man- on 
agement (36JT) 29 ~ 3 


6-1 D 



'Residential programs held within ISO miles ol Washington. D C 
' 'Dates to bo announced First Serins ' September-December 

Second Series FebruaryMay 
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The following list is an index of subjects taught in Washington 
area OPM classes and through the National Independent Study 
Center The list also includes topics in which OPM will provide 
reimbursable training assistance Each entry identifies one or 
more OPM centers and provides phone numbers by which you 
may obtain more information 

The list includes subjects covered in courses offered in the 
following Washington-based centers 

ADP ADP Management Training Center 

LERTC Labor and Employee Relations Training Center 

MSTC Management Sciences Training Center 

OSC Office Systems Center 

PMTC Personnel Management Training Center 

SDC Supervisory Development Center 

The mailing address for the above centers is 

US OPM 

(CENTER'S NAME) 
PO BOX 7230 
WASHINGTON DC 20044 

The index covers two other OPM Institutes 

GAI Government Affairs Institute 

WMI Washington Management Institute 

The mailing address for these institutes is 

US OPM 

(INSTITUTE'S NAME) 
PO BOX 988 
WASHINGTON DC 20044 

Finally, the index includes topics addressed in self-instructional 
programs of the OPM National Independent Study Center (NISC): 

NISC 

US OPM 

BUILDING 20 

DENVER FEDERAL CENTER 

DENVER CO 80225 
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The telephone numbers listed in the index are in the Washington, 
D C area except for the National Independent Study Center 
That Center can be reached through either commercial lines or 
the Federal Telecommunications System (FTS), 



ADP Introductory Courses (ADP 632- 

5650, NISC 303-234-2224) 
Accounting {MSTC 632-5600) 
Administering a Labor Agreement 

(LERTC 632-4410) 

Administrative Duties (SDC 254-321 1) 
Administrative Grievance System 

(LERTC 632-4410) 
Administrative Systems and Procedures 

Analysis (MSTC 632-5600) 
Adverse Actions (LERTC 632-4410) 
Affirmative Action (PMTC 632-9772) 
Affirmative Recruitment (PMTC 632- 

9772) 
Alcohol and Drug Abuse (LERTC 632- 

4410) 
Alternative Methods/Media {PMTC 632- 

5636) 

Arbitration (LERTC 632-4410) 
Assertiveness Training (SDC 254-321 1 ) 
Assessment and Selection of Personnel 

(PMTC 254-8020) 
Assessment of Technology Impact on 

Staffing & Training (PMTC 632- 

5636) 

Audiovisual Materials (AVRS 254-6370) 
Audiovisual Training/Informational 

Packages (PMTC 632-5636) 
Automated Accounting, Budgeting and 

Personnel (ADP 632-5650) 
Automated Offices (OSC 632-4184) 
Automated Personnel Data Applications 

(PMTC 632-5636) 

Bargaining Unit Determination (LERTC 

632-4410) 

BASIC Programming (ADP 632-5650) 
Behavioral Sciences and Management 

(WMI 632-5671} 
Bookkeeping (MSTC 632-5600) 
Briefing (SDC 632-6047) 
Budgeting (MSTC 632-5600) 

Career Advancement (PMTC 632-9772} 
Career Development (WMI 632-5671) 
Case Preparation, FLRA (LERTC 632- 

4410) 
Case Preparation, MSPB (LERTC 632- 

4410) 

Cash Management (MSTC 632-5600) 
Cashier Training (MSTC 632-5600) 
Classification (PMTC 254-8020, NISC 

303-234-2224) 
Clerical Training (SDC 632-6047) 
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Coaching (SDC 254-321 1 , WMI 632- 

5671) 

COBOL Programming (ADP 632-5650) 
Collective Bargaining (LERTC 632- 

4410) 
Communication (SDC 632-6047, 254- 

3211) 
Communications in Automated Offices 

(OSC 632-4184, SDC 632-6047) 
Complaints of Discrimination (PMTC 

632-9772) 

Computer Auditing (ADP 632-5650) 
Computer Graphics (OSC 632-4184} 
Computer Operations (ADP 632-5650) 
Computer Resources Management 

(ADP 632-5650) 
Computer Specialist Trainees (ADP 

632-5650) 
Computer-Based Instruction (PMTC 

632-5636) 
Computerized Management Information 

Systems {ADP 632-5650) 
Conduct and Performance (LERTC 

632-4410) 
Conflict Resolution (SDC 632-60^7 

WMI 632-5671) 
Congressional Budget Process (GAI 

632-5662) 
Congressional Operations (GAI 632- 

5662) 
Contract (Union-Management) 

Administration (LERTC 632-4410) 
Contracting for Training (PMTC 632- 

5636) 
Controlling (SDC 254-321 1 WMI 632- 

5671) 
Correlation and Regression (MSTC 

632-5600) 

Cost/Benefit Analysis {MSTC 632-5600) 
Counseling {SDC 254-3211, WMI 632- 

5671) 
Counseling Services Program, 

Employee {LERTC 632-4410) 

Data Analysis (ADP 632-5650) 
Data Base Design and Management 

Systems (ADP 632-5650) 
Data Collections and Analysis (MSTC 

632-5600) 

Data Communications {ADP 632-5650) 
Data Entry (ADP 632-5650) 
Data Gathering Techniques (ADP 632- 

5650) 
Decision Logic Tables (ADP 632-5650) 



Decision Making (SDC 254-321 1, WMI 

632-5671} 
Decision Making. Secretarial (SDC 632- 

6047) 
Delegating (SDC 254-3211, WMI 632- 

5671) 
Designing Office Automation Systems 

(OSC 632-4184) 
Desk Guides (PMTC 632-5636) 
Dictation {SDC 632-6047} 
Directing (SDC 254-3211, WMI 632- 

5671) 
Discipline (LERTC 632-4410, SDC 254- 

3211} 

Disciplinary Actions (LERTC 632-4410) 
Discrimination Complaint Processing 

(PMTC 632-9772) 
Distributed Data Processing (ADP 632- 

5650) 

EEO (PMTC 632-9772, NISC 303-234- 

2224} 

EEO Counseling (PMTC 632-9772} 
EEO Workforce Data (PMTC 632-9772) 
Economic Investment (DOD) (MSTC 

632-5600) 
Economy and Government (GAI 632- 

5662, WMI 632-5671) 
Editing (SDC 632-6047} 
Efficiency, Measuring (MSTC 632-5600) 
Electronic Mail and Electronic Offices 

(OSC 632-4184, SDC 632-6047) 
Employee Benefits (LERTC 632-4410) 
Employee Conduct (LERTC 632-4410) 
Employee Development (PMTC 632- 

6536) 
Employee Performance (LERTC 632- 

4410, SDC 254-3211) 
Employee Relations (LERTC 632-4410) 
Employee Services (LERTC 632-4410} 
English {SDC 632-6047, NISC 303-234- 

2224) 
Evaluating Office Automation (OSC 

632-4184} 
Evaluation (MSTC 632-5600, WMI 632- 

5671) 
Evaluation and Procurement of 

Computer Systems (ADP 632- 

5650) 

Evaluation Systems (PMTC 632-5636) 
Executive Leadership (WMI 632-5671) 

FLRA Procedures and Decisions 

(LERTC 632-44 10) 
Fact-Finder's Role, Administrative 

Grievance (LERTC 632-4410) 
Factor Evaluation System (PMTC 254- 

8020) 
Federal Personnel Manual (PMTC 632- 

97772. NISC 303-234-2224) 



Federal Wage System (PMTC 254- 

8020} 
Federal Women's Program (PMTC 632- 

9772) 

Federalism (GAI 632-5662} 
Financial Management (MSTC 632- 

5600) 

Financial Reports (MSTC 632-5600) 
FORTRAN Programming (ADP 632- 

5650) 
Freedom of Information Act (GAI 632- 

5662, SDC 254-3211) 

Government Operations (GAI 632- 

5662) 

Grants Management (MSTC 632-5600) 
Graphs, Charts, and Tables (MSTC 

632-5600} 
Grievance System, Administrative 

(LERTC 632-4410) 
Grievances Under Labor Agreement 

(LERTC 632-4410) 
Group Dynamics (SDC 254-3211) 

Handicapped Selective Placement 

(PMTC 632-9772) 
Hearing Process (GAI 632-5662) 
Hispanic Employment Program (PMTC 

632-9772) 
Human Factors {SDC 254-3211, WMI 

632-5671) 
Human Factors in Office Automation 

(OSC 632-4184. SDC 632-6047) 
Human Relations (SDC 254-3211, 632- 

6047) 

Ideas and Authors (GAI 632-5662. WMI 

632-5671} 

Image Processing {OSC 632-4184) 
Impasse Resolution (LERTC 632-4410) 
Implementing Office Automation (OSC 

632-4184) 

Incentive Awards {LERTC 632-4410) 
Indexing and Abstracting (ADP 632- 

5650) 
Individual Development Planning 

Systems (PMTC 632-5636) 
Individual Development Plans (SDC 

254-3211. WMI 632-5671) 
Information Management {MSTC 632- 

5600) 
Information Processing (OSC 632-4184, 

SDC 632-6047) 
Information Simplification {PMTC 632- 

5636) 

Instructional Systems (PMTC 632-5636) 
Intergovernmental Relations (GAI 632- 

5662} 

Internai Controls (MSTC 632-5600) 
Interpersonal Communications (SDC 

632-6047, WMI 632-5671) 
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Interviewing (SDC 254-3211} 
Interviewing for Employment (PMTC 
254-8020) 

Job Aids (PMTC 632-5636) 

Job Analysis for Staffing {PMTC 254- 

8020) 

Job Control Language (ADP 632-5650) 
Job Performance Aids (PMTC 632- 

5636) 
Job/Task Analysis (PMTC 632-5636) 

Keyboarding (SDC 632-6047) 

Labor Agreement Language (LERTC 

632-4410) 
Labor Relations (LERTC 632-4410, 

NISC 303-234-2224) 
Leadership (SDC 254-3211, WMI 632- 

5671) 
Legislative Development. Operations 

and Tracking (GAI 632-5662) 
Letterwritmg (SDC 632-6047) 
Liability, Personal {GAI 632-5662) 
Library Automation (ADP 632-5650) 
Listening (SDC 632-6047, WMI 632- 

5671) 
Logic Development (ADP 632-5650) 

MSPB Case Preparation (LERTC 632- 

4410) 

Machine Transcription (SDC 632-6047) 
Management (SDC 254-3211, WMI 

632-5671) 
Management Analysis (MSTC 632- 

5600) 
Management by Objectives {WMI 632- 

5671) 
Management Skills in Automated 

Offices (OSC 632-4184) 
Management Styles (SDC 254-321 1, 

WMI 632-5671) 
Managing Office Automation (OSC 632- 

4184} 
Managing Office Systems Change 

(OSC 632-4184) 

Math Refresher (NISC 303-234-2224) 
Math, Quick and Easy (MSTC 632- 

5600} 
Mathematical Techniques {MSTC 632- 

5600) 
Measuring Impact of Office Automation 

(OSC 632-4 184) 
Mediation {LERTC 632-44 10) 
Memory Development {SDC 632-6047) 
Menl Pay {LERTC 632-4410} 
Merit Promotion (PMTC 254-8020) 
Microcomputers (ADP 632-5650, OSC 

632-4184) 
Micrographics (ADP 632-5650, OSC 

632-4184} 
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Middle Management (WMI 632-5671) 
Minicomputers {ADP 632-5650) 
Monitoring (WMI 632-5671) 
Motivation (SDC 254-321 1) 
Motivation (Secretarial) (SDC 632-6047) 

Needs Assessment for Office 

Automation (OSC 632-4184) 
Negotiability (LERTC 632-4410) 
Negotiations, Managerial (WMI 632- 

5671} 

Negotiating (SDC 254-3211, 632-604 ?) 
Negotiating Labor Agreement (LERTC 

632-4410) 
Networks, Communications (OSC 632- 

4184, SDC 632-6047) 
Numbers, Working with (MSTC 632- 

5600) 

Office Automation {OSC 632-4184) 
Office Management (SDC 632-6047) 
Office of the Future (OSC 632-4184} 
Office Systems (OSC 632-4184) 
OMB Circular A-76 Cost Studies (MSTO 

632-5600) 

On-The-Job Training (PMTC 632-5636) 
Operations Analysis (MSTC 632-5600) 
Organization Study and Design {MSTC 

632-5600} 
Organizational Development and 

Effectiveness (PMTC 632-5636, 

SDC 254-3211, WMI 632-5671) 
Organizing (SDC 254-321 1 , WMI 632- 

5671) 
Outplacement Program (PMTC 254- 

8020) 

Paperless Office {OSC 632-4184) 
Paperwork Management (MSTC 632- 

5600) 
Payroll, Time, Leave, and Attendance 

(MSTC 632-5600) 
Performance and Conduct (LERTC 

632-4410, NISC 303-234-2224} 
Performance Appraisal (I ERTC 632- 

4410, SDC 254-32 11) 
Performance Standards (LERTC 632- 

4410) 
Personal Computers (ADP 632-5650, 

OSC 632-4184) 
Personnel Action Processing (PMTC 

254-8020, NISC 303-234-2224} 
Personnel Clerk Functions (NISC 303- 

234-2224) 
Personnel Management (PMTC 254- 

8020, SDC 254-321 1, WMI 632- 

5671, NISC 303-234-2224) 
Personnel Management Program 

Evaluation (PMTC 632-9772) 
PERT/CPM (MSTC 632-5600, WMI 632- 

5671) 



PL/1 Programming (ADP 632-5650) 
Planning and Evaluation (MSTC 632- 

5600, SDC 254-3211. WMI 632- 

5671) 
Planning for Office Automation (OSC 

632-4184) 
Planning Techniques (MSTC 632-5600, 

WMI 632-5671) 
Policy/Program Analysis and Evaluation 

(MSTC 632-5600) 
Position Classificalion (PMTC 254-8020, 

NISC 303-234-2224) 
Posilion Descriptions. Writing (PMTC 

254-8020) 
Position Management (MSFC 632-5600, 

NSIC 303-234-2224) 
Power, Authority, and Influence (SDC 

254-3211, WM! 632-5671) 
Privacy Act (GAI 632-5662, SDC 254- 

3211) 
Problem Solving (SDC 254-321 1, WMI 

632-5671) 

Procedure Charting (MSTC 632-5600) 
Productivity Improvement (SDC 254- 

3211) 
Productivity Improvement Through 

Office Automation (OSC 632-4184) 
Productivity Measurement (MSTC 632- 

5600) 
Program Analysis and Management 

(MSTC 632-5600) 
Program Planning and Evaluation 

(MSTC 632-5600, WMI 632-5671) 
Programming (ADP 632-5650) 
Project Management (MSTC 632-5600 

WMI 632-5671) 
Project Management, Office Systems 

(ADP 632-5650 OSC 632-4184) 
Project Management, Data Processing 

(ADP 632-5650) 
Proofreading (SDC 632-6047 NiSC 

303-234-2224) 
Public Policy and Legislation (GAI 632- 

5662} 
Public Service (SDC 632-6047) 

Qualifications Analysis (PMTC 254- 

8020) 

Quality Circles (MSTC 632-5600) 
Quantitative Techniques (MSTC 632- 

5600) 

Reading (SDC 632-6047) 
Recruitment (PMTC 632-9772) 
Reduction in Force (PMTC 254-8020) 
Regulation Development and Control 

(GAI 632-5662) 

Regulatory Reform (GAI 632-5662) 
Report Writing (SDC 632-6047) 
Requests for Proposals, Specifications 

for (PMTC 632-5636) 



Retirement Computations (LERTC 632- 

4410) 
Retirement Planning (LERTC 632-4410, 

NISC 303-234-2224) 
Retrenchment Environment (MSTC 632- 

5600) 

Safety and Health (SDC 254-3211) 
Scheduling and Work Assignment (WMI 

632-5671) 

Secretarial Training {SDC 632-6047) 
Security and Privacy of Computer 

Systems (ADP 632-5650) 
Selection, Personnel (PMTC 254-8020) 
Selecti/e Placement of the 

Handicapped (PMTC 632-9772) 
Self-Instructional Training Packages 

(PMTC 632-5636} 

Service to the Public (SDC 632-6047) 
Sexual Harassment (PMTC 632-9772) 
Shorthand (SDC 632-6047) 
Simulation/Game Design (PMTC 632- 

5636) 

Space Management (MSTC 632-5600) 
Speaking (SDC 632-6047) 
Specifications for Requests for 

Proposals for Training (PMTC 632- 

5636) 
Staff Development (PMTC 632-5636, 

SDC 254-3211, WMI 632-5671} 
Staffing (PMTC 254-8020) 
Statistical Averages (MSTC 632-5600} 
Statistical Techniques (MSTC 632- 

5600} 
Statistics (MSTC 632-5600, NISC 303- 

234-2224) 
Stress Management (SDC 254-3211, 

WMI 632-5671} 
Stress Management (Secretarial) (SDC 

632-6047} 
Structured Design and Programming 

(ADP 632-5650) 
Suitability and Security (LERTC 632- 

4410) 
Supervision {SDC 254-3211, NISC 303- 

234-2224) 
Supervisory Grade Evaluation Guide 

(PMTC 254-8020} 
Systematic Analysis and Improvement 

Techniques (MSTC 632-5600) 
Systems Analysis (ADP 632-5650) 

Task Analysis (PMTC 632-5636) 
Task Force and Project Management 

(WMI 632-5671) 
Teambuildmg (WMI 632-5671) 
Teamwork (SDC 632-6047} 
Technological Innovations, Managing 

(PMTC 632-5636) 
Technologies, Office Automation (ADP 

632-5650, OSC 632-4184) 
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Technology Feasibility Studies (PMTC 

632-5636) 

Technology, Computer (ADP 632-5650) 
Telecommunications Applications 

(PMTC 632-5636) 
Teleconferencing (OSC 632-4184, SDC 

632-6047) 

Telephone Techniques (SDC 632-6047) 
Text Processing (SDC 632-6047) 
Time Management (SDC 254-321 1 

NISC 303-234-2224) 
Time Management (Secretarial) (SDC 

632-6047) 
Training Needs Analysis (PMTC 632- 

5636) 

Training Technology (PMTC 632-5636) 
Travel Procedures (MSTC 632-5600) 
Typing (SDC 632-6047) 

Unacceptable Performance Actions 

(LERTC 632-4410) 
Unfair Labor Practices (LERTC 632- 

4410) 



Uniform Guidelines on Selection 
Procedures (PMTC 254-8020) 

Union-Management Relations (LERTC 
632-4410) 

Upward Mobility (PMTC 632-9772) 

User Groups m Office Automation (ADP 
632-5650, OSC 632-4 184) 

Voice and Diction (SDC 632-6047) 
Voucher Examination (MSTC 632-5600) 

Womens Program, Federal (PMTC 632- 

9772) 
Word Processing (ADP 632-5650, OSC 

632-4184 SDC 632-6047) 
Work Flow Analysis (MSTC 632-5600, 

OSC 632-4184) 
Work Measurement (MSTC 632-5600 

WMI 632-5671) 
Writing (SDC 632-6047, NISC 303-234 

2224) 
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